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E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF PRESENT A C ( : 1 I M I I L ; A T I @ I i  ; 
N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T F Z  

8 .  Earliest & Latest 9 .  Exact Series T i t l e  
Dates of Series 

1970 - Present I DKR Accounting Financial and Fiscal J o m l s  

The Division of Administration is responsible for providing administrative support to  the  
Deparbnent. 
general s u ~ p o r t  services; data pmcessinp and m g e m e n t  information system: patient accounts 
services; and personnel services. 

What is the funct ion of the  of f ice  i n  which t h i s  record series is created? 10.  

"his includes general accounting services; budEet development and mapemst: 

Accounting I _ _  - ( 

Budget Liaison ard Cash Flaw - responsible for cash control;  works With Federal granting 
Zi?thor~t?es~-ak~&es- that--~pr b u d p t  data has been entered in the acccmtinp records: 
and p r i c d i c a l l y  reviews appropriation runs t o  locate ccdjnE errors. 

E x t e r n a l  Reports - - - - . and - - - - Balancing ._  - - respsible  f o r  a l l  external re-prts, for balancing and 
mmta-hing conputer records, and for doing the mjor portion of the r e h b m w e n t  
computations. - 

1 1  . This f i l e  contains the  following documents (include form numbers and t i t l e s ,  i f  any, 

--.. 

-_____l_l 

and f i l e  arrangement). - 
See att'ached l i s t i n g  

I 

.i 



13. Is t h i s  the  Record Copy of t h e  series? 

PartiaT &&t;ttinP$ in DHR Ins t i tu t ion  when apd icab le  . 
Attach copy of summary o r  publication. 

[XI [ 1 
14.  Is t he re  a duplication of  t h i s  series i n  another o f f i c e  o r  agency? [XI [ I 
1 5 .  Is the in$@mqt?:on contained i n  t h i s  series ever summarized or published? [ 1 [ X I  

, 'i' [ 1 [ X I  

. [ 3 [XI  

[XI [ 1 

19. Is the s e r i e s  (o r  major port ion of it) regularly microfilmed? If yes ,  why? t 1 [XI 

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e?  [ I [ X I  

21.  Does the  record s e r i e s  Eontain documentation produced as EDP printout?  t 1 [XI 

16. Does the  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

18. Could the 
. 

function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [XI  [ 1 - . . .  
s i t i o n  of these f i l e s ?  

[ 1 [XI - 23. W i l l  t here  be a need fo r ' t hese  records 10, 15 years from now? If yes ,  what? 
I_-_____-II_- 

% 

24 

e 

- ~. . REQUIREMENTS. The following requires the f i l e s  t o  be kept I 5 years : 

.. [ ]STATE b.  [ ISTATWE OF c .  [q AUDIT d.  [ ]FEDERAL e .  [dADMINISTRATIVE f .  [ IHSSTORI CAL 

I ( Federal-State 

LAW .~ LI'~ITATION . '  PERIOD . LAW DFXTS I O N  VAI,&' 
. . (Cite  Law, Statute,  or other reason for  t.he.i;ci.c)ition r q u i r e m e n t j  , 

Previous reference experience. 
Feded Requirement - 3 years f r o m  date of submission of annual reprt. 

c 

. ___ __ 
25. AGENCY RECOMMNDATIONS. This agency recommends tha t  the  f i l e  s e r i e s  be cut of f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -NOTHER see attached 1istmP , t h e n :  

[ ] Hold i n  the  current f i l e s  area month(s)/ y e a d s ) :  
1 Transfer t o  [ ] S t a t e  Records Center [ ] Local Holding Area; hold year (s ) :  

[ ] Destroy. 
[ ] Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

I 

(Indicate br i e f l y  rationale for recomndations above/or write  additiona2 remarks) : 
1 

. ._. 
OTHER REQUIRED SIGNATURES DATE 

zature Date 

!Designee 
I r i n;esn,roved 

l m  L 2 4-7b 

n 

L ti A .L-/v 

2-17- 7 



76 - 49 
.'l. Accounts Payable Register F i l e s  

I _ - . ~ _ -  E-- - - .~ _____ -_ _ _  

Documents re la t ing t o  the mintenance of a 
l i s t i ng  identifying accounts payable ( m e y  
encumbered but not paid) f o r  services rendered 
by vendors for  a specific period (2.e. m t h l y , '  
quarterly). 3 years; then destroy. 

Cut off at the end of each 
fiscal year; hold in the current 
files area for 2 years; transfer 
t o  State Records Center, hold for 

Included are oomputer printouts l i s t i ng  date of CeIleP 3/r4/9t 
l i s t ing ,  vendor and requisition number, n m  of 
vendor, fund, object, division, i t e m  numbers 
and amount of transaction. 

F i les  are arranged chranologically by mnth 
thereunder broken dawn by object, division, fund 
code and by vendor. 

Docunients re la t ing t o  the mintenance of a 
l i s t i ng  identifying adjusting entries mde each 
mth that are not included in the Monthly Cash 
Payment Journal and the Monthly Cash Receipts 
Journal Files.  

Included are date of transaction, description of 
transaction; t rmsact ion fund, account and 
budget unit numbers, amount of transaction, and 
m t h l y  debit and credits. 

Fi les  are arranged numberically by fund:activity 
nw$ers. 

7t - wb 
3.  Monthlv ADmDriation Reeister F i les  

Documents related to the Docwentation of a l l  
expenditures and receipts incurred by a l l  DHR 
budget units in all  fund act ivi t ies .  

Included are computer printouts l i s t ing  by 
object number, division and fund number, date 
of allotment, accruals to  date, accruals this 
month, cash to date, cash this quarter, cash 
this mnth, accounts payable, unencumbered 
balance and balance Gheets accounts. 

F i l e s  are arnanged chronologically by m t h  
thereunder f i l e s  are broken h m  into the 
fol lming four categories; object expenditures, 
revenues, fund expenditures and budget unit 

Cut-off a t  the end of each 
fiscal year; hold in the current 
f i l e s  area for  2 years; transfer 
t o  S ta te  Records Center, hold for 
3 years; then destroy. 

Cut-off at  the end of each 
fiscal year; hold in the current 
files area for 2 years; transfer 
t o  State Records Center, hold for  
3 years; then destroy. 

C 6~ c efleb 3126/s A 



.‘4. h t h l y  Voucher Register F i les  
- -  ~ _ _ _ _ _ _ _ _  

Documents re la t ing to  the maintenance of 
payments and disbursemnts for  services 
rendered t o  DHR. 

Included are computer printouts l i s t i ng  
vendor disk address, requisition number, 
date of transaction, fund, object and 
budget n-rs, description and munt of 
payment* 

Fi les  are a r m g e d  chronologically by mth, 
thereunder divided into four parts; 
encunbmce and payment , payment, encwrhrance 
and adjus-tnwts, thereunder by fund act ivi ty  
Code. 

bcuments re la t ing to  the maintenance of 
documents pertaining t o  the reconciliations 
of bank statements of s m  drawn out or 
deposited in the Department of H w a n  Resources 
banking accounts. 

Included are computer printouts identifying 
cleared and outstanding checks, deposit s l ips ,  
debit aid credit m r a n d a ,  stop payment 
requests and a running balance of funds. 

Files are arranged chronologically by h t h  
thereunder in various f o m t s  such as check 
number order. 

Cut-off a t  the end of each 
f i s ca l  year; hold in the current 
f i l e s  area for  2 years: then 
deseoy. 

CarvcekD 31abf96 

Cut-off a t  the end of each 
fiscal year; hold in  the current 
files area for 2 years; transfer 
t o  State  Records Center, hold 
f o r  3 years; then destroy. 

date 



banrents relat ing t o  the mintenance of 
a m t h l y  payroll regis ter  t o  recondile 
bank statements involving cleardnce of 
payroll checks. 

Included are computer printouts l i s t i ng  
date of check, employee's name, check nmber, 
m u n t  of check and status of clearance and 
related information. 

F i l e s  are arranged chronologically by mnth, 
thereunder numerically by check number. 

7. --- Manthly -em1 Ledger F i les  

Documents re la t ing t o  the maintenance of a 
l i s t ing  of transactions identifying debit and 
credi ts  for each DHR office balance sheet account. 

Included are canputer printouts listin? date of 
t rmsact ion,  description of service; fund account 
and tmnsaction nmbers, and debits and credit 
munts. 
entr-ies are line itemized; Payroll ,  Medicaid, 
public Asis tance,  Vocational Rehabilitation Case 
Services are done i n  sunnary totals. 

F i l e s  are arranged dmmologically by mnth, 
thereunder :nuhrically by balance sheet account 
numbers within fund and act ivi ty  nunbers. 

7 G - 5 0  

B i l l  Payments and -era1 Journal 

7&-5\ 
8. - d & e - > ~ @  Ledger Register Files --- 

Cut-off a t  the end of each 
fiscal year; hold in the current 
files area for 2 years; transfer 
to  Staee Records Center, hold for  
3 years ; then destroy. 

Cut-off a t  the end of each 
fiscal year; hold in VK? current 
files are f a r  2 years: transfer 
t o  State Records Center; hold for  
3 years: then destroy. 

Documents re la t ing t o  the mintenance of a 
l i s t i ng  identifying paymats and disbursements 
of accrued and cash expenditures for  salaries 
and employee benefits, and all regular operatin? 
expenses such as supplies, e q u i p n t ,  printinp, 
and other services. 

Included but not limited t o  are date of tmsactian, 
description of pyee; object, budget, fund code, 
check numbers, and munt of transaction. 

Files are arranged chronologically by mnth,  
quarter and year thereunder broken dam by budget, 
object, budget and object Within fund code activity.  

Cut-off a t  the end of each 
fiscal year; hold in  the current 
files area for  2 years; t ransfer  
t o  Sta te  Records Center; hold for  
3 years; then destroy. 

CSN c e r b  3 h s m  

date 


